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How will we deal with your complaint?

l We will acknowledge your complaint within 1 working 
day and investigate your complaint within 10 working 
days.

l If we cannot meet these deadlines we will let you 
know why and keep in contact with you.

l We will contact you by the method and language of 
your choice.

l If you are complaining on behalf of someone else 
we first need to satisfy ourselves that you have the 
authority to act on behalf of the person concerned.

l We will treat your complaint as confidential unless it 
is a matter that must be reported such as an illegal 
activity.

l 
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Helping you to make a complaint

On the next page there is a form that will set out your 
complaint, if you want to put it in writing.  Any council 
officer will also help you to do this, and we can also put 
you in touch with an Advocate.

An Advocate is a person who does not work for the 
council, but who will help you in making your concern or 
complaint heard.

To receive the information in this leaflet 
in Braille, large print, electronically or on 

audio tape please let us know.
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CONCERN/COMPLAINT FORM
The information in this form will be treated as confidential.
A: Your details (we will only accept anonymous forms in some cases, 

if you do not wish to put your details please consider an advocate).

Mr/Mrs/Miss/Ms
(if other please 

state):
Forename(s) Surname

Mr/Mrs/Miss/Ms
(if other please state)

Forename(s) Surname

Mr/Mrs/Miss/Ms
(if other please state):

Address and postcode SurnameYour e-mail address

SurnameDaytime phone number

How would you prefer to be contacted? (please tick)

 Letter  Telephone  E-mail
Your requirements: If our usual methods of contact are unsuitable for 
example if English or Welsh is not your first language, or you need to 
engage with us in a different way, please tell us so that we can discuss 
how we might help you.

The person who experienced the problem should normally fill in this 
form.  If you are filling this in on behalf of someone else, please fill in 
section B.

B: Making a complaint on behalf of someone else?  Their details:
SurnameTheir name in full

SurnameWhat is your relationship to them?

SurnameWhy are you making a complaint on their behalf?

Mr/Mrs/Miss/Ms
(if other please state):

Address and postcode

Do you have their permission? (please tick) Yes  No

"
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C: Am eich consyrn/cwyn
Os ydych yn Eiriolydd/Cynrychiolydd, atebwch y cwestiynau dilynol 
ar ran yr achwynydd os gwelwch yn dda.  Gofynnir i chi barhau â’ch 
cwestiynau ar ddalen(ni) ar wahân os oes angen.

C.1 Enw’r adrannau/uned/gwasanaeth yr ydych yn cwyno 
amdanynt.

C.2 Beth ydych chi’n credu iddynt wneud o’i le, neu fethu ei wneud?

C.3 Disgrifiwch sut yr ydych chi (h.y. yr achwynydd os ydych yn 
cwyno ar ran rhywun) wedi dioddef neu yr effeithiwyd arnoch yn 
bersonol.

C.4 Beth ydych chi’n credu ddylai gael ei wneud i unioni pethau?

C.5 Pryd daethoch chi i wybod gyntaf am y broblem?

C.6 Ydych chi eisoes wedi hysbysu’r staff rheng flaen sy’n gyfrifol 
am gyflenwi’r gwasanaeth am eich consyrn?  Os felly, rhowch 
fanylion sut a phryd y gwnaethoch hynny os gwelwch yn dda.

C.7 Os aeth mwy na 9 mis heibio ers i chi ddod i wybod am y 
broblem, rhowch y rheswm pam nad ydych wedi cwyno hyd 
nawr os gwelwch yn dda.

Fi yw’r: Achwynydd  Eiriolydd  Cynrychiolydd

When you have completed this form, please send it to:
 C2BG, Swyddfeydd Bwrdeisiol, Canolfan Dinesig, Glyn Ebwy. NP23 6XB

Os oes gennych unrhyw ddogfennau i gefnogi eich consyrn/
cwyn, atodwch hwn at y ffurflen hon os gwelwch yn dda.

Surname

Surname LlofnodDyddiad"
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FFURFLEN PRYDER/CWYN
Caiff yr wybodaeth yn y ffurflen hon ei thrin yn gyfrinachol.
A: Eich manylion (dim ond mewn rhai achosion y byddwn yn derbyn 

ffurflenni dienw, gofynnir i chi ystyried eiriolydd os nad ydych yn 
dymuno rhoi eich manylion).

Mr/Mrs/Miss/Ms
(if other please 

state):
Forename(s)Surname

Mr/Mrs/Miss/Ms
(os arall, nodwch)

Enw(au) CyntafCyfenw

Mr/Mrs/Miss/Ms
(if other please state):

Cyfeiriad a Chod PostSurname Eich cyfeiriad E-bost

Surname Rhif ffôn yn ystod y dydd

Sut fyddai orau gennych i ni gysylltu â chi? (ticiwch)

 Llythyr   Ffôn  E-bost
Eich gofynion: Os yw ein dulliau arferol o gyswllt yn addas, er 
enghraifft os nad Cymraeg neu Saesneg yw eich iaith gyntaf, neu fod 
angen i chi gysylltu gyda ni mewn ffordd wahanol, gadewch i ni wybod 
os gwelwch yn dda fel y medrwn drafod sut y medrem eich helpu.

Fel arfer y person a gafodd y broblem ddylai lenwi’r ffurflen yma.  Os 
ydych yn llenwi hyn ar ran rhywun arall, llenwch adran B os gwelwch 
yn dda.

B: Gwneud cwyn ar ran rhywun arall?  Eu manylion:
Surname Eu henw llawn

Surname Beth yw eich perthynas iddynt?

Surname Pam eich bod yn gwneud cwyn ar eu rhan?

Mr/Mrs/Miss/Ms
(if other please state):

Cyfeiriad a chod post

Ydych chi wedi cael caniatâd ganddynt? (ticiwch)    Do Na

"
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Eich helpu i wneud cwyn

Ar y dudalen nesaf mae ffurflen ar gyfer nodi eich cwyn, 
os ydych eisiau ei rhoi mewn ysgrifen.  Bydd unrhyw 
swyddog o’r cyngor hefyd yn eich helpu i wneud hyn, a 
medrwn hefyd eich rhoi mewn cysylltiad gydag Eiriolydd.

Mae Eiriolydd yn berson nad yw’n gweithio i’r cyngor, ond 
a fydd yn eich helpu i fynegi eich pryder neu gŵyn.

Gadewch i ni wybod os hoffech dderbyn yr 
wybodaeth yn y daflen hon mewn Braille, 

print bras, yn electronig neu ar dâp.
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Sut fyddwn ni’n trin eich cwyn?

l Byddwn yn cydnabod eich cwyn o fewn 1 diwrnod 
gwaith ac yn ymchwilio eich cwyn o fewn 10 diwrnod 
gwaith.

l Byddwn yn gadael i chi wybod os na fedrwn gadw at 
yr amserlen yma ac yn cadw mewn cysylltiad â chi.

l 
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07786 202915




